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This system is to be used

for traditional budgeting.
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Base Level for 2007-2009
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Budget Planning Periods
Biennial

2005 - 07 = July 1, 2005 - June 30, 2007 -
2007 - 09 = July 1, 2007 - June 30, 2009
Annual
FYOS = July 1, 2004 - June 30, 2005

~ FY06 = July 1, 2005 - June 30, 2006 «--
S FYO7 = July 1, 2006 - June 30, 2007

Buluue|d [enuuy 10} pajoeloy
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The State has 2 budget-planning periods:

BIENNIAL - 2 year period with fiscal years that begin on
July 1st and end on June 30t"

ANNUAL -1 year period that begins on July 1st and ends
on June 30t

This annual budget being prepared in PBAS is for FY06
The first biennial budget prepared in PBAS was for 2005-2007

Agencies will begin preparing of the FYO7Annual Operations
Plan (AOP) in April, 2006 and completing it in May, 2006.

PBAS will reflect the final actions of the 85t General Assembly
for the 2005-07 biennium and it will be used by the agencies
when they prepare AOP for FY06 and FYO7.

AASIS Support Center
February 2007
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Annual Planning Versions

Version 0A = Current Plan; initial “extraction” of data from the HR/FI/CO modules
of AASIS. Used by DFA to verify data, apply cost of living increase
and update rates for fringe benefits

Version 1A = Agency Distributed Plan; Annual Operations Plan at the lowest level
» Includes cost of living increase
» Career service payments
» Changes made by agencies
» Agencies use this version only

Version 2A = DFA (Office of Budget & Accounting) review of Annual
Operations Plan submitted by agencies

Version 3A = Final Plan
» Retracted to controlling and project systems module of AASIS
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Budget Prep Roles

This course 1s recommended for users having the following
budget prep roles.

* Agency Data Entry
— Users who can view reports, change, enter, and modify data.
« Agency Approval

— Users who can view reports, change, enter, modify, and approve
data.

1-9

AASIS Support Center
February 2007



An AASIS Training Guide PBAS Intro 06

PBAS
Course Objectives

* In this course, you will learn to enter your Annual Operations Plan into
the PBAS System. This will include the following skills:

— Logging on to the system
— Screen selection
— Data selection
— Data entry
— Addition of Cost Elements, Cost Centers, etc.
— Changes to Budgeted Positions
— Calculating Fringe Benefits
— Distribution to Periods
— Publications, Certification of Income, etc.
— Report Selections
— Completion of various online forms
1-10
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Display Note

PBAS is designed for an 800 x 600 display that will fill the screen. If
your system is not set up this way and you want to change it, use the
following steps:

From the desktop, double-click My Computer

My Compuker

Contral Panel

Double-click Control Panel

Double-click Display
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Display Properties

Bau:kgru:uundl Screen Saverl .-’-'-.ppearann:el Wb I E ffd

Digplay:
[Multiple Monitors] on B adeon Mu:ul:uility/ \
Colars Screen area

True Color [32 bit] Less —J— tore

200 by GO0 pixelz

T

k. I Cancel | Smply |

Click the Settings tab and adjust the screen area.
Click OK.
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Accessing the PBAS System

From your desktop, double-click the PBAS icon.

When the logon screen appears, enter your user name and
password. Click Login.

izl PBAS o =] |
User Id Yournarme
Password
Environment | propucTION ;l

Login

1-13
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=8| x|

Application  Masker Data  Annual  EBiennial  Beports  Strateaic Blanning

The PBAS Menu displays.

AASIS Support Center
February 2007
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ii¥i PBAS

application  Master Data  Annual  Eienmial Reporks  Strabeaic Elanning  Securiksy

B|RN e|&

From the menu, you can access Annual Operations Plan Screens

and Reports.

|.ﬁ.nnual Biennial  Reports  Strabegic Planning Securit

LN LR i |

BSPLAMNAM - Mon Position Planning

HRPLAMNAM - Position Planning

FRIMBEMA - Calculake Fringe Benefits
YWALIDAOP - Budget Yalidation | Adjustments
AMLDSPLM - Distribute Annual Operations Plan
REYEMPLM - Income Certification

FISMOMNIT - Fiscal Monitoring

AGMCYPLUE - Skake Agency Publicakions

AASIS Support Center
February 2007

Click on Annual to view
the Annual Operations
Plan Screens.
Transactions are
displayed in suggested
order of completion.
These screens will be
explained in more detall
later in this course.
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Application  Master Data  Annual  Biennial BEESEGEN trategic Planning Security

B, | STARTRPT - annual Repart Selection Diate: 2412005 304:24 F|
880 e8] | creraun

- Biennial Report Selection
SPRPTSLM - Strakeqgic Planning Report Selection

HRRPTSLM - HR Report Selection
CORPTALM - Conwersion Report Seleckion

Click on Reports and select STARTRPT to view reports for the Annual
Operations Plan.
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Click on the
- . arrow next to the

Application  Master Daka  Annual  Biennial  Reports RepOI"t ID BOX
M [ | ] for report Date: 2/1/2005 3:05:43 PM
Repoart (D | |
R - SELECT REPORT -----
Business Area AGPUBL - State Agency Publications
\ersion CISUM e Commitmert ﬂgm Sum.mar.y
CERVPR - Caresr Zervice Projection
Fizcal Year DEFERYR1 ----- Annual Deferment Extract YR1
EXHLPY AL ----- Extra Help “alidation
Cost Center et a— Funds Center Workshest
WES Element FTCOOWY e Fur.u:?s ;enter Tatal by Cost Center HNBS Element
IMCOME  —-am- Certification of Income
Funds Certer MERVER  ----- Managet's Yerification Sheet
MSMITOR ——--- Fizcal Monitaring Procedures
Fund OPMRE@WA, - OPM Position Requests
commitment kem POSAUTH ----- Total Positions Authorized
POSVAL - Regular Salaries Validation W
Functional &rea
Generate Report

Access to reports is limited by security. If you don’t have access to
a report, it will be grayed out on this menu.
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PBAS Icons

H save

E DELETE

E CLEAR SCREEN
E HELP

PRINT

|

FAST PATH TO ACCESS OTHER SCREENS

LOOKUP

NON-SEQUENTIAL DATA SELECTION

ERROR

AASIS Support Center
February 2007
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PBAS Reporting Icons

i 4 \ BACK UP TO FIRST SCREEN

y BACK UP ONE SCREEN

b GO FORWARD ONE SCREEN

\’j| GO FORWARD TO THE LAST SCREEN

_i‘| GO TO PAGE
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PBAS Reporting Icons

PRINT

@ EXPORT TO FILE
°H

ﬁ Report ¥Yiewer [FTCCCY - Funds Center Totals by

TOGGLE « <« V[ & &%= Q-

M ainReport |

GROUP
TREE

|
(D% | ZOOM
ﬂ SEARCH TEXT
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EXERCISE

Log in to PBAS using the User ID and Password assigned. Choose
the TRAINING environment and click Logon.
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EXERCISE

From the Annual menu, select BGPLANAN — Non Position Budget
Planning.

i3 PBAS

SECUrky

FRIMEEMA - Calculake Frinoe Benefits
WALIDAOP - Budoet Yalidation | Adjustments
AMLDSPLM - Distribute Annual Operations Plan

REWEMPLM - Income Certification
FISMCMIT - Fiscal Monitoring
AGMCYPUE - State Agency Publications
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EXERCISE

Don’t enter any data. Hit the enter key.

ii#i PBAS - [BGPLANAN - Non Position Planning] =

application  Masker Data  Annual Eiennial Reporks  Stratedic Elanning Security:

a|® ] e |

Blon Position Planning
Business Area -o_f
YWersion 1]
Fizcal Year D
Cost Center ta
VB Element ta
Cost Element ja to o [=]
Commitmert tem y_f to y_f
Funds Center ta lTbl

Business Area, Version, and Fiscal Year are required fields. The
system will return an error |ﬂl if any of these fields are not
completed or are completed with data not found in the system.

Scroll over the error symbols with your mouse. What message do you
see?
1-23
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EXERCISE

Click g| to clear the screen.

The Error messages will disappear.

EXERCISE

Move your cursor into the FAST PATH ] |

Type HRPLANAN in the box.

The HRPLANAN screen will be displayed.

AASIS Support Center
February 2007

box.

PBAS Intro 06
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Inquiry

To inquire, enter the business area, version, fiscal year, and any other
data desired in the header. Click the Enter key. The information
requested on the header will be displayed.

T PBAS - [HRPLAMAN - Position Planning]

Application  Master Data  Annual  Biennial Reports

ale | @ || ] User. csvolman@TRAINING Daate: 2/1/2005 3:31:29 P

Securiky

Position Planning
Business Area 0610 J}
Yersion
Fizcal Year
Cost Center IBATEN to E
WES Element to
Position o E
Class Code a‘:"' to r"
Funds Center o E
Fund o
Extra Help [ Career Service [

Change Cost Center I Cost Distribution I

To clear the screen after an inquiry, click the clear screen icon.

1-25
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INQUIRY EXERCISE

On the HRPLANAN — Position Planning screen, enter your training-
assigned business area and Version 1A. Enter.

1-26
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SORTING EXERCISE

From the same screen, click on the Class Code column header.

The selected column will be resorted in ascending order.

Click the Class Code column header again.

The selected column will be resorted in descending order.

To return to the original screen, click the mouse in any selection field
and press enter.

The screen will return to the original sort.

1-27
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Possible Entries Search

PBAS Intro 06

Choose the # icon to search for possible entries. Click it, type in
the first number of the field (if known) and hit enter. The search will

take you to items beginning with that number.

Buziness Area 0513 | 22

WErEion 1A

Fizcal ¥ear 2007

Cost Center I53205

WHS Element

Zozt Element -~
Commitinent tem -~

Funds Center
Funcd

{x]
to
{x]
{x]
{x]

to

-5

lolalnlollzllol

Possible entry search is available for Business Area, Cost Element,

and Commitment Item on the BGPLANAN screen.

Tip: Another way to search for cost elements is with transaction

S_KI4_38000036 in AASIS.

AASIS Support Center
February 2007
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The possible entry search #= icon is also available on the Position
Planning Screen (HRPLANAN).

E““ PBAS - [HRPLAMNAN - Position Planning]
Masker Data Annual Eiennial Beports  Stratenic Blanning Security

PBAS Intro 06

8|80 e|s)

Position Planning

Business Area
Yerszion

Fizcal Year
Cost Center
WBS Element
Position

Class Coce
Funds Center
Fund

Extra Help

a7vin o
1A
2007

N

v

o
o
o
o
o

to

[elellalla]ls]ls]

Possible entry search is available for Business Area, and Class Code.

AASIS Support Center
February 2007
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EXERCISE

Return to the BGPLANAN — Non position budgeting screen. Enter
your training assigned business area, Version 1A and FY 2007.
Search for the Commitment Item for Travel Allowance.

What is the Commitment Item Code?

1-30
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L L] ] ] -
Comrmitrment lkem
Comritrment [kem Drezcription
Regular 5alaries
=07 000 Extra Help
a0 0002 Additional Fringe Benefitz
a070003 FPerzonal Services Matching
A07 0006 Owertime
R0 0007 Supplemental Pogitions
R07 0003 Extra Salanes
ROT0016 Unifarm Allowance
B S0 e A e
W 0 Travel Allowance )
aF. ir | [
]
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ii%i PBAS - [BGPLANAN - Non Position Planning] =8| x|

Masker Data Annual Eiennial Beports  Strabenic Blanning Securiky

=
Elﬁlulw\ & ]

Mon Position F‘Ianning\

Business Area

Yersion

Fizcal Year H

v To get help, click here

WS Eemert from any screen.

Cost Element . dl,:J- =

S—— Information related to 5

00> Gt that screen opens.

Fund IE

Add Cost Element | Change Description |
Cost Center |'I.-“-.I'EIS Eletnent Funds Center Fund Commitiment fem | Cost Eletnent Cost Element Des

4

4| | I
Total Authotized Amourt | |
Tatal Increaze f Decrease | |
Total S0P Amourt | |

Business Area
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Help Screen Example

A BGPLANAN - Budget Annual Plan - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help
OBack O Ia @ @ pSearch *Favorites *Media @ @' i} = D @
¢ acidress | @) http://pbasdev.dfa.state. ar us/PBASHELPFILESBGPLANAN.htm v B liks ” : @snaglt Ef
)
SCREEN ID: BGPLAMNAN — BUDGET AMMNUAL PLAMN W]
SCREEN FUNCTIONS: Inquire, Update, Move Plan, Delete Plan and Add Cost Element ;
SCREEN DESCRIPTION: Allows user to perform various Annual Functions to complete Annual Operations Plan.
SCREEN DESIGN:
= Y ) —
i E|
R
: > b
Rl
. - &
w |
| Defete Plan |
Funds Certer Commitment tem Cost Elemant Cost Element Des

&] Done

& Internet
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EXERCISE

From the BGPLANAN — Non-position budgeting screen, click the Help
icon. Read the directions.
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